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Tab 3 


To coordinate, supervise, and plan doctaaent 
control activities of f %M F£^ Washington Headquarters. 25X1 A 

2 ‘ StL ^rnmut Qetmnixatlnp * The Document Control Branch 

wee organised in the Far East Division in December, 1951, in order to 
mintain a control of all Sensitive and Top Secret documents, perform 
message center functions with respect to all documents and cables re- 
ceived by, or dispatched from, the Division, and to perform the many 
other related activities pertaining to doeuaent control. This action 
was fundamatallsr a result of the fact that, with the terrific vo lum e 
of classified document® being handled within the Division, it was necessary 
for an orderly internal control to be established over the receipt, dispatch, 
and distribution of all such material. 

3* dtatlatiaal CaMonj, of Marid^i 

a. tt g ltfltrl i fllM * statistics do not, and can not, convey more 
than the end product of a long prior process of planning, coordination, 
and liaison. Therefore, while not by any aeane oosqpletely in di e s- 
tiv® of the magnitude of any specific activity, the most reliable 
concept of the workload which has been required of each component 
is offered by the statistical resumes set forth below. 

b * The Document Control Branch is responsible 

for receiving and routing all incoming ooassunicotions. & recent 
survey revealed that during an average week a conservative estimate 
of the documents received would be the following i 
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Troe 
Cable 6 

Tap Secret end Sensitive 
Other Documents 
TOTAL 



Th» distribution for & weak within the Division involved handling 
*on» 8,132 documents, newspapers, packages, book®, and «1«*W 
material for alone. 


o. The Document Control Branch is responsible 

for the logging and control of all actios documents. The Qffioo of 
Registration which is responsible for this activity, except where 


aaslae and Top Secret or Sensitive documents ere concerned, con- 


ducted a week*® survey recently and recorded the following results* 

Dumber Number 

Eat at fiftgaaB ait i a gaaUa Jtegafl m Distribution 


Secret 244 325 

Dispatches £& Uk 


178 

HZ 


25X1 A 


TOTALS 


698 


571 


315 


jot Inelada JlJHdue to the fact that desk 
distribution is desirable in their case* 


In addition, IDO to 120 requests for information or locator service 
are handled each weak in this activity. 

d * S&biaB* The Document Control Branch is responsible for pro- 
cessing all incoming and outgoing cables. The office of Cable Control 
which is responsible for this activity conducted a week*# su rrey 
recently and recorded the following results* 


1,410 

634 

126 

7,343 


Bunber of cables reoaived by Division 
Jjfflber of oablss dispatched by Division 
Hurtber of services (such as locating cables, infor- 
mation, etc.) rendered 

Kuoi>er o£ cables distributed within the 

Division 
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The Doeuaent Control 


Briunah is responsible for nsintaining a control procedure for all 
Top Secret or SenaiUve documents. The office of Top ,:«oret Control 


which is responsible for this activity conducted a ueek*s survey 

recently and recorded the following results: 

Stfl ^! P J i f p ? iohed Monber Transferred 
— Jg . UkA&ton — within 


Top Secret 
SenAive 


278 

ins 



420 

17 


TOTAL:? 37Q 

4* Qptrayil atlaii 


228 


437 


** toaafe The preseatly-ap^ved Table of Organisation provides 
a total of ? slot® for the Document Control Branch. & reality, 9 
persona are currently being utilized ^ the Document Control Branch. 

All major offices of the Document Control Branch are presently is 
existence. 


°* £■ The proposed Table of Organization eontcngjlatee 10 

slots for the Document Control Branch, 
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